
Basic sorting of data 

One of the primary benefits to entering data in spreadsheets is the ability to quickly and easily sort 

information. Spreadsheets in Google Drive has a couple of options for performing basic sorting on your 

data, by either using the commands available from the View or Data tabs. 

Sort data using the View tab 

● Freeze rows: 

○ Click the View tab  

○ Use the Freeze rows drop-down to select up to ten rows at the top of the 

current sheet that you want to remain unsorted 

● Freeze columns: 

○ Click the View tab 

○ Use the Freeze columns drop-down to select up to five columns on the left on 

the current sheet that you want to remain unsorted 

● Sorting data: 

○ You can use your cursor and select the cell that you want sorting to start in 

○ Next, hover your cursor to the right side of the cell and then click the arrow 

that appears 

○ A drop-down menu will appear with the option to select either Sort by 
column A → Z (ascending order) or Sort by column Z → A (descending 

order) 

○ The Sort feature also will not sort frozen columns 

Note: This can also be accomplished by selecting the Data tab. 



 

Sort your data using the Data tab 

1. Highlight the group of cells that you would like to sort. 

○ To sort the entire sheet, click the top-left corner of the sheet to select all cells 

2. From the Data menu, select Sort range. 

3.  

4. Check the Data has header row if your columns have titles. 



5.  

6. Select the column that you would like to be sorted first and whether you would like that 

column sorted in ascending or descending order. 

○ Click + Add another sort column if you would like another sorting rule added 

■ Sorting will be prioritized according to the order of your rules 

○ Click the X to the left of your rule to eliminate it 

○  
7. Click Sort and your range will be sorted. 

Filter feature 

Collecting data is often much easier than analyzing or understanding it, especially for large data sets. The 

Filter feature in Google Sheets makes it easier to analyze and view your data by hiding the data that you 

temporarily want to take out of view. When you want all of your data to be visible again, all you have to do 

is disable the filter. 

Enable a filter 

1. Select the range of cells you would like to apply the filter to. 

2. From the Data menu, select Filter. 



3. Alternatively, you can select the Filter toolbar icon in the toolbar.  

4. The filter will be applied to your selected range of cells. 

5. To help you see what cell ranges have a filter applied, the column and row labels are 

colored green. 

6. The filter icon will also turn to a bold black.  

7.  

8. Click the  drop-down icon. 

9. From the drop-down menu, you can uncheck the data points that you want to hide from view 

and check data points that you want to keep in view. 

10. Click OK. 

11. The icon in the header row will change to a filter. 

12.  

Note: Only one filter is allowed per spreadsheet in order to prevent collaborators from overwriting each 

other’s data. The filter will show for all editors and viewers, and it can be added or removed by any 

person with editing rights. 

Filtering will temporarily hide some of the rows in your spreadsheet, allowing you to view only the data 

you would like to see. Once you have enabled the filter, click the drop-down icon. 



 

If you want to complete a bulk action, you can click Select all or Clear to either check or uncheck all of 

your data points in a given column. 

You also have the ability to search for particular data points within a column that has a filter applied. 

Typing P, for example, will shorten the list to just the names that start with the letter P. You can click on 

Select all or Clear to perform bulk actions on the visible items. In the example, clicking Clear would 

deselect Cindy, Mary & Mike. 

Sort data with a filter enabled 

When you have a filter applied to a range of cells, you can also sort the data. When you sort your data 

using the drop-down menu, only the data contained in the filter range will be sorted. You can sort a 

particular column by selecting the drop-down menu and clicking either Sort A → Z or Sort Z → A. 



 

 


